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This instructionimplementghe provisions oAir Force Paicy Directive 213, Techni@ Orders. It sets
up the procedues ard respomsibilitiesfor the opeation and conbl of the AMARC Technical @der Dis-

tribution Office (TODO) and Technical OrderiBtribution Account{TODA) and appies to all AMARC
organizations. Personné will maintain techncal (tech)data files in accordance wih (IAW) TO 00-51,

Air ForceTechnical Qder System, TO 00-52, Technical Order Distribution System, and TQD0-5-22,

Automated Technical Order Management System, for AForce technical libmdes; IAW NAVAIR

00-25-100,Naval Air Systems Commard TechnicalManual Progam, fa Navy techneal libraries; IAW

DA PAM 25-30,Army ElectronicLibrary, for Army technical librariesand according tanstructonspro-

vided with Coast Guad technical orders and with contract logistic technical alers fo othe airaaft.

SUMMARY OF CHANGES. Aligns instruction with AFPD 21-3 and updatesféice symbolgo the cur-
rent AM ARC organization respomsibilities. All changed pragraphs a marked with an asterisk (]).

1. GENERAL. The tem tech data will be used this instruction rathe than TObecauseof Navy and
Army temms for their publicatios, i.e., NAVAIR publications ad TechnicalManuals.

1.1. The Aircraft Management Diredorate (LA), Production Control Division (LAA), Policy and
Technical Services Brart(LAAO), TO Library is tie AMARC TODO.

1.2 AMARC activities that reque a tech dta subacount (TODA) will &nd a letter with justifica-
tion and appoimg a custodian aalternated LAAO, TO Library.

1.3 Tech data accountare identiied as:
1.31. Type |- TODASs that maintan their own ted orde files (majorty of AMARC) and:
1.31.1 Managealibrary IAW TO 00-52 and NAVAIR 00-25100.

1.3.12. Submit requestfor additiors and deletions to their tech datarkby by letter to the
TO Library.
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1.31.3 Correct discrepanciesound by TO Libary, Plans and Rograms Directorate Quality
Assurarce Office(XP-QA) or higher authaity personnel during gpections.

1.31.4. Pick up and post thetech data updates, addits awnl changesrom the TO Library
when theTO Library notifies them of the receiptf sud for their library.

1.3.2 Type IIA—Not locate in TO Library but maintaind and inventoried by #TO Library.

1.33. Limited Tech Dat File — Has onl the tet data eded © peaform a specific mssion n a
productian areaat that time.

2. RESPONSBILITIES AND PRCCEDURES.

2.1 The AMARC TODO has sole sponsibility for requisitioning all teh data within AMARC for
all AMARC activities and wli:

2.11. Maintain the master fik, Type IIA account and limited tech data files by performg the
“A” pagellist of effective pages (LEP) reviews and posting TO pdates within 5 work days of
receipt.

2.12. Review ard approve requestt establish a newech order subagourt library and a&sign a
TODA number.

2.1.3 Maintainafile of all TODA appointment letters.
2.1.4 Notify TODAs d applicablerevisions,changes ad updates for pickup.

2.1.5. Notify the Time Compliance Technical Order (TCTO) monitor in Logistics Diredorate
(LG), Forward Supply Manageent Branch(LGSC)immediately wha TCTOs aereaived.

2.1.6 Report publcation, distibution am requsition shipment tcrepancie$AW the applicable
servietech dita.

2.1.7. Peridically review a list of aircraft stored 4 AMARC to see if any misgon, design and
serieMDS) aircrdt wereeliminated fom the AMARC inventoy andthen:

2.1.7.1 Contact the Comptrtr Directorae (FM), Workload Divsion (FMW) to find out if
more ofthis MDS aicraftare pojected to arive &8 AMARC within 6 morths.

2.17.2 If none are mjected and an MDS haseén dopped fran AMARC inventory,coor-
dinate with the Safety OfficeCC-SE) and the Aircraft Dgpostion Office (LG-2) to request
tech dita disposal.

2.1.7.3. Dispose ordestroy tech data IAW te appropriate service directivesand directions
fromCC-SE and LG-2.

2.1.7.4. If the teeh data distribtion setement indicates unlimitel distribution, the tech data
may be made availabl® museums®r otherinstituions.

2.18. At least annually reconcile the TODO recordseview all applicabé indexesand require-
mens tables to see f tech datavas rescinded; athif rescindedremovefrom the active tech data
file ard placein therescindé file.

2.1.9 Publidh anannual insgection scheduleand insgect each TODA every yer to ersure com-
pliance wih tech dad governing library maintenane.
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2.1.10 Review FMW saleorders, monthly workload prgectionsand written requests from plan-
ners ad TODAs to ordethe ech data neded insupport of forthcoming projects. Provde te
requestors wh the statusfothetech dataordesin writing within 30 days of their request.

2.111. Periodicaly review am purge libraries d unneeded cladied publications ahauthenti-
cate destuction.

2.2. The various mantenance mpcessesoperatonssupport branches wilreview their tech data
libraries and coordinate thitheTODO to have ©-SEand LG2 to povide ther written disposition
instructions to the TOLibrary for their unneeckd techdata. Tech aa requiredfor radation safety

and/o static display ppgramswill be retainednd maintained.

2.3. ESTABLISHING A TODA. Area supervisorsequiring tech datawill:

2.3.1 Justify therequirement athappoint,in writing, aTODA manager athalternate,providing
names, gradeand security clearances ttheTO Library.

2.3.2 Review applicade FMW sales orders montly workload and directives and submit spe-
cific tech datarequirements in viting through the TODAo the TOLibrary. Ensure onlythemin-
imum tech data is orded to suppdra project and hie requirement is canceled upn project
completion

2.33. Determinethe need andrequestthe TODO to arange fo TODA custodian training.
2.4 TODA managers and attates will:

2.4.1. Ensure tle validity of tech dafirequests i reviewing indexes in te TO Library.

2.4.2 Sign and submit vadl request letts to theTO Library.

2.4.3. Whenndtified an MDS ha®een eliminatedrdm AMARC inventay and no rore are pro-
jectedto arrive, notify the TO Libraly to coordnate with CC-&E, LG-2 for tech data dispcsal.

2.4.4. Ensure all the TODA library updaes ae maintained IAW TO 00-5-2 or NAVAIR
00-25-100 asppropriate,and updates mbed weeklyand ae curent and ready fouse orinspec-
tion by Plans ath ProgramsDirectarate (XP), Quality Assurance (XP-QA or the TODO.

2.5 When noified an MDS has been drogpom AMARC inventory,LA plannerswill notify the
appr@riate TODAs to coordinate with the TODO to equest tech data dispostion of CC-SE, LG-2
and MW.

3. LOCAL CHECKLISTS(LCL) AND LOCAL WORK CARDS (LWC).

3.1 LCLs and LWCs areauthorized when additional inspection requirements are needed or when
portions ofseveral &ch data publicationsiustbe combined beaus of local conditions,such astype
of mission and special use.

3.1.1 LA division chiefswill approve their wn maintenance LCsand LWGCs.

3.1.2 LG personnel will followTO 00-5-1 if they requie LCLs or LWCs. The LG director oa
designated rapsentative ighe approvirg authority.

3.13. LCLs and LWCs have the same caont as tle basic teh data.
3.2. Theprimary activity requring the LCL or LWCwiill:
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3.2.1 Type theLCL or LWC with the sigmture and date blocklor theapplicable LA divsion
chief, XPQA and CGC-SEreview, and sendto the TO Lilvary for coadination, certification and
publication.

3.22. Assign an identification number andate the LCL and LWC. Do notsa the teh data pub-
lication numbe as pat of theLCL or LWC number. Numberng will consist & thelettersLCL or

LW C followed by the originator’s office symbol and the next secuential number, i.e.,

LCL-LAI-F9-16 is the 16tih.CL by LAl and is fa the F9,LWC-LAEE-AG-7 is the 7th work card
made ly LAEE ard is for aircraft ground equipmefAGE).

3.23. Briefly define the operatioor procedure. The LCLrd-WC items wil be inthe pescribed
performance seance.

3.24. Ente the tech data numbabove thesignatue block whea referiing to tech data. Enter the
tech égita an eadh LWC aftereach lireitem an the ard.

3.25. Ensure the CL or LWC is current,adequate and has the required stdpcludeall warn-

ingsand caution notes as Wels the number of thede data publietions from which the @ta was
extracted. NOTE:Do not deviatdrom tech data withduhe writen approval é the ofice of pri-

mary resposibility (OPR)for the tech datpublication.

3.2.6. Supevisors will condud an amual review o their LCLs ard LWCs by reviewing the
applicable tech datalf thetech data has changed, theCL or LWC will be redoneto reflect the
new or changed &ch data. n and inkchanges or suppdementsare not grmitted, any changes
require the LCL or LWC berepubished. If LCLs and LWCsare current, the supervisor hanno-
tatethe date checkedhitial and forward thecard to the TO Library.

3.3 The TO Lbrary, mxreceipt of an LCLor LWC, will:
3.31. Check theindexes teensure tle contert is nd already publisted as fomal tech data.

3.3.2 Send the LCL oLWC to the LA division chiefs, C-SE and XPQA for review, coordina-
tion and signaturand thenforward to LA director for certification.

3.3.3. Upon cerification by LA director, detanine the nmber of copiesrequred.
3.3.4 Distribute copiesto the initiator and u®rs ard file the master/aiginal.

3.3.5 Maintain acurrert index of all LCLs and LWG& Annually issue asusperse letter to the
originators o review am validate.

OFFICIAL

SANDY M. WHITEHOUSE
Chief, Informatian andPublications Division



	BY ORDER OF THE COMMANDER AEROSPACE MAINTENANCE AN...
	OPR: �AMARC/LAAO (M. Flanagan)
	Supersedes� AMARCI 37-101, 9 Nov 95
	Pages:� 4


	This instruction implements the provisions of Air ...
	SUMMARY OF CHANGES. Aligns instruction with AFPD 2...
	1.� GENERAL. The term tech data will be used in th...
	1.1.� The Aircraft Management Directorate (LA), Pr...
	1.2.� AMARC activities that require a tech data su...
	1.3.� Tech data accounts are identified as:
	1.3.1.� Type I – TODAs that maintain their own tec...
	1.3.1.1.� Manage a library IAW TO 00-5-2 and NAVAI...
	1.3.1.2.� Submit requests for additions and deleti...
	1.3.1.3.� Correct discrepancies found by TO Librar...
	1.3.1.4.� Pick up and post their tech data updates...

	1.3.2.� Type IIA – Not located in TO Library but m...
	1.3.3.� Limited Tech Data File – Has only the tech...


	2.� RESPONSIBILITIES AND PROCEDURES.
	2.1.� The AMARC TODO has sole responsibility for r...
	2.1.1.� Maintain the master file, Type IIA account...
	2.1.2.� Review and approve requests to establish a...
	2.1.3.� Maintain a file of all TODA appointment le...
	2.1.4.� Notify TODAs of applicable revisions, chan...
	2.1.5.� Notify the Time Compliance Technical Order...
	2.1.6.� Report publication, distribution and requi...
	2.1.7.� Periodically review a list of aircraft sto...
	2.1.7.1.� Contact the Comptroller Directorate (FM)...
	2.1.7.2.� If none are projected and an MDS has bee...
	2.1.7.3.� Dispose or destroy tech data IAW the app...
	2.1.7.4.� If the tech data distribution statement ...

	2.1.8.� At least annually, reconcile the TODO reco...
	2.1.9.� Publish an annual inspection schedule and ...
	2.1.10.� Review FMW sales orders, monthly workload...
	2.1.11.� Periodically review and purge libraries o...

	2.2.� The various maintenance processes operations...
	2.3.� ESTABLISHING A TODA. Area supervisors requir...
	2.3.1.� Justify the requirement and appoint, in wr...
	2.3.2.� Review applicable FMW sales orders, monthl...
	2.3.3.� Determine the need and request the TODO to...

	2.4.� TODA managers and alternates will:
	2.4.1.� Ensure the validity of tech data requests ...
	2.4.2.� Sign and submit valid request letters to t...
	2.4.3.� When notified an MDS has been eliminated f...
	2.4.4.� Ensure all the TODA library updates are ma...

	2.5.� When notified an MDS has been dropped from A...

	3.� LOCAL CHECKLISTS (LCL) AND LOCAL WORK CARDS (L...
	3.1.� LCLs and LWCs are authorized when additional...
	3.1.1.� LA division chiefs will approve their own ...
	3.1.2.� LG personnel will follow TO 00-5-1 if they...
	3.1.3.� LCLs and LWCs have the same control as the...

	3.2.� The primary activity requiring the LCL or LW...
	3.2.1.� Type the LCL or LWC with the signature and...
	3.2.2.� Assign an identification number and date t...
	3.2.3.� Briefly define the operation or procedure....
	3.2.4.� Enter the tech data number above the signa...
	3.2.5.� Ensure the LCL or LWC is current, adequate...
	3.2.6.� Supervisors will conduct an annual review ...

	3.3.� The TO Library, on receipt of an LCL or LWC,...
	3.3.1.� Check the indexes to ensure the content is...
	3.3.2.� Send the LCL or LWC to the LA division chi...
	3.3.3.� Upon certification by LA director, determi...
	3.3.4.� Distribute copies to the initiator and use...
	3.3.5.� Maintain a current index of all LCLs and L...
	OFFICIAL
	SANDY M. WHITEHOUSE
	Chief, Information and Publications Division





